Scheduling a Group Appointment

Before requesting a group appointment, every member must complete the online form DS-160 and pay
the MRV fee for the visa category that the group will be applying for.

The group coordinator (GC) uses his or her regular log-in to enter the online appointment system.

The GC then chooses the Group Scheduling request which will go to this page containing a questionnaire:
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Please note that the group coordinator can submit a supporting document (or documents in a single pdf file) at
the bottom of the page.

After completing the questionnaire the GC clicks on “Submit” which will automatically forward the request to
the approval queue at the post where the group will be applying. The following screen will be displayed.
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https://ceac.state.gov/genniv/
http://www.ustraveldocs.com/ni/ni-niv-visafeeinfo.asp
http://www.ustraveldocs.com/ni/ni-svc-travelcoordinator.asp
http://portal.ustraveldocs.com/?country=Nicaragua
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Once the group appointment request is approved the GC will receive an email to that effect along with
instructions to log back into online appointment system. The email will read:

“Force.com Sandbox
Dear Steve Coffman,

Thank you for contacting the U.S. Embassy/Consulate. Your Group appointment request is
approved and is valid until 1/26/2012.

To book your appointment, go to the U.S. visa services website at www.ustraveldocs.com,
choose your country and then click the green "APPLY NOW" button on the right side of the
page. The online instructions will guide you through your application. Please note that
the website will not allow you to schedule an Group appointment if you have not already
paid your MRV fee. Be sure to have your paid receipt number available when scheduling.

Please find the description for Approval

Thank you,
The U.S. Embassy/Consulate

***Important: Please do not reply to this email. This mailbox is not set up to receive
email.”

Returning to online appointment system and selecting schedule group appointment you will
get:
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http://portal.ustraveldocs.com/?country=Nicaragua
http://portal.ustraveldocs.com/?country=Nicaragua
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Select “Continue”

You will be directed to this page.
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Select “Add Dependent” and this pop-up will appear:
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Complete every field on this pop-up, save, and so forth for each additional group member.

Once done hit “Continue” and it will show you the details of the group members.
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This will take you to the fee page where you will enter the MRV Fee Receipt number for each group member.
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You will then see the following if there is an invalid receipt number entered.
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When the receipts are valid you will get the following
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After checking the “Select” box, clicking on “Schedule Appointment” will get:
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You can then email the confirmation page, download the appointment Calendar, or access a Printable Version,

by clicking on the respective buttons on this screen.
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